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NONAPPROPRIATED FUND POSITION DESCRIPTION

JOB TITLE: Payroll Clerk POSITION NUMBER 01-0112

JOB SERIES: 0544 PAY LEVEL:NF-1

Summary of Duties:

Assists in the basic payroll process by performing such tasks as:

Sets up and changes employees accounts to reflect pay changes resulting from personnel actions, deductions or
temporary changes affecting one or a few pay periods. Audits authorization documents for completeness,
accuracy and propriety prior to changing rates of pay. Reviews and verifies allotment requests for accuracy,
corrects computer printouts of rejected material, balances, controls and prepares replies to correspondence
concerning allotments. Audits yearly time and attendance cards, traces and corrects common errors. Balances
blocks of accounts.

Verifies the accuracy of time, leave, and pay codings and computations made, and for the adequacy and
appropriateness of documentation furnished by various submitting sources to substantiate payroll, time and
leave or deduction actions being taken.

Assists in maintaining payroll record files. Balances and reconciles payroll and pay records.

Performs other related duties as assigned.

Minimum Qualifications:

Must have knowledge of payroll rules, regulations, procedures, programs and systems requirements. Must be
skilled in the use of various office machines, such as adding machine, calculator, typewriter, computer, etc. Six
months of experience is preferred.



